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General Information

YIGEARS

i{:} General Enterprise And Resource Support
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Task

Process Information

Viewing/Reopening an Interpreter Invoice

Invoices that you have saved and/or submitted are stored on the Self-
Service Home page in GEARS. Retrieve and view invoices to:

1. Continue editing an Invoice that has not been submitted
2. View the status of a submitted Invoice
3. Reopen a denied invoice

For more information about entering Interpreter Invoices, please refer to
the Creating an Interpreter Invoice tip sheet.

GEARS Navigation

Main Menu > AOC Self Service > AOC Interpreter
Invoice Entry

Favorites » ManMenu»  » AQCSeffSenvicew »  AQC Interpreter Invoice Entry

1.0 Process

This document is intended to provide a quick reference to viewing/reopening Self-Service Interpreter Invoices in GEARS.

STEP ACTION

DETAILS

1 On the
* | AOC Self-Service Invoices

Invoice Actions page,

click the “View Invoices” link.

AOC Self-Service Invoices

Create Interpreter Invoice

Invoice Actions

o

“iew Invoices
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2 The

’ Search Self-Service Invoices
page displays. Enter fields in the
Search criteria to search for your
Invoices.

Search Self-Service Invoices

Invoice ID: Entered By
MName 1: Invoice Date: El Search
Name 2: Court Location: Q,

FEIN/SSN: FEIN/SSN Search Saws[ V]

@ Retrieve invoices by using one or more of the following search criteria:

Name of Payee/Vendor
Invoice Date
Court Location

ok wNE

Invoice ID — (E.g., C50815141015)

FEIN/SSN Search (see step 2a)
Status — (Approved for Processing, Denied, Draft, Submitted for Processing)

*If searching for an existing
invoice using the FEIN or SSN:

2a.

Click on the "FEIN/SSN Search"
button.

Enter either the Vendor's 9-digit
TIN or the last 4 digits of the
Vendor's SSN and click the Search
button. Any matching values will
populate in the table. Click the

FEIN/SSMN Search

FEIN/SSN Search

TIN (9-digits) or 1234
SSN (last 4 digits)

Search Return

Personalize | Find | View All | 2 | [ First ‘4 1.20f2 '»/ Last

Select Tax ID Type Name
Select button next to the correct Select | 1234 SSN MARGARET
vendor. 2 | Select 1234 SSN CONNIE
3. | Clickthe | =" Iputton.
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4.

The Results of the search displays.

Search Self-Service Invoice:

Invoice I0:
Name 1:
Name 2:

FEINSSN:

2YROTOGTT1100

3 DFI202170900

A ARGTOGTTI00

3 IBOTO6170%00

BIKDG2ETTI0

S

FEINSSN Searth

Imvoice Date Coart Location

TNGT  C24-CTHSE

T CT4CONM

T CT4CONM

T CT4CONM

T CT4CONM

UTMGT CT4-COMM

Entered By

Invoice Date: 071087

Court Location: Q

Status: v

Locson Name:

‘Battimare Cy District Ct

=

LISASPRIGES

LISASPRIGES

LISASPRIGES

LISASPRIGES

LISASPRIGES

Porsenaze | o | viewl | 2 B st 0 1300rt b L

Naneq Name 2 Amount sams
‘SPANISH CONNECTION INC 26407 Aporuved for Processing o
YVETTE D HUGHES RIVIERE 87,83 Approved for Processing

DM UGH! 350,53 Approved for Processing

ANNETTE M RAMOS 210,38 Approved for Processing

121.15 Approved for Processing

38977 Approved for Processing

@ Click on any of the column heading titles to sort the list in ascending or

descending order. For example, to see the list of invoices sorted by Invoice Date,

click on the Invoice Date title.

*Note: if searching by status, know that a “Denied” invoice can only be found using
that status until it is reopened (see step 7). Once it has been reopened, the invoice

status is reset back to “Draft”.

Click on the Invoice ID link to view the Invoice.

The FEEE page
displays. Review the details of the
Invoice.

Name 1

Address Line 1:

Address Line 2:
Address Line 3:
County:

Email ID:

Court Location:

Language:

Invoice
Comments:

Invoice Line In

Expense
Type

1INT-COMP!

Interpreter Invoice

Payee Information

Invoice Header Information

FEIN/SSN: 1234 F Use 'INTERPRET Vendor
: MARGARET Name 2:
Vendor ID:
Short Vendor Name:
City: HAGERSTOWN State: M Postal Code: 21740-0000 Country: USA
Invoice ID: JT070117120000CC Invoice Date:  07/03/2017 Buyer : Administrative Office of Court
C14-CTHSE Kent County Circuit Court Requester:
Event Type: Courtroom Proceeding Proceeding Type Criminal Cancelled Proceeding
ASL
Payment Terms: NET00 {:‘
Total Amount: 55.00
formation (2
Personalize | Find | View All | & Ef First ‘&' 10f1 ®' Last
Description Quantity uom Unit Price Merchandise Amt
01 Court Certified Interpreter 1.0000 EA 55.00000 55.00
Aftachments
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7 **FOR DENIED INVOICES**

To reopen a ‘Denied’ invoice, click

the Reopen Invoice button’ and
then click oK to confirm the
reopen.

Invoices that have been ‘Denied’
can be updated, including adding
additional attachments, rather

than having to create a new one.

Interpreter Invoice

Payee Information

Name 1: MARGARET

Address Line 1:
Address Line 2:
Address Line 3:
County:
City: HAGERSTOWN
Email ID:
Invoice Header Information
Invoice ID: JT070117120000CC
Court Location: C14-CTHSE
Event Type: Courtroom Proceeding

Language: ASL

FEIN/SSN:

Kent County Circuit Court

Use 'INTERPRET' Vendor

Name 2:

Vendor ID:

Short Vendor Name:

State: MD Postal Code: 21740-0000 Country: USA
Invoice Date:  07/03/2017 Buyer : Administrative Office of Court
Requester: ADRIENNE.MELTON

Proceeding Type Criminal Cancelled Proceeding

Invoice
Comments:

Payment Terms: NETO00

End

Total Amount: 55.00

Invoice Line Information (2

Personalize | Find | View All | &1 [ First ‘&' 10f1 ' Last
_IE_;ggnse Description Quantity uom Unit Price Merchandise Amt
1 INT-COMPO1 Court Certified Interpreter 1.0000 EA 55.00000 55.00
Attachments
Save Confirmation
“ Invoice Successfully Reopened
8 **FOR APPROVERS ONLY** Interprater Involes
] Payee Information  -rein/ssn: INTERPRET FEIN/SSN Search | [¥lUse 'INTERPRET Vendor
When making edits to an Invoice, Name 1: Name 2:
you must lsavel y0ur char‘geS firSt Address Line 1: Vendor ID: INTERPRET
P Address Line 2: Short Vendor Name:
before you ‘Release for oM
Processing’. If you make edits to S
. City: Message
the Invoice and attempt to R
‘Release for Processing’ without ——— Fiease save your changes. (20000.40)
first SaVing, an error message Wi" e ;:'h: :jl:v\zes made to this invoice must be saved before the invoice can be released for p—
appear. To correct, click the “Court Location: (C80-00MM_|Q Fredd -
*Event e:[Commissioner | - __._telled Proceedin,
OK | putton to return to the Event Trpe: (O TOREET
. “Language: ASL Q
Interpreter Invoice page. Then, ivolca | [Etcomment S —
. s LD WG %
click the Save button and lastly, Total Amount:  55.00
click the Release for Processing
Invoice Line Information (7
bUtton' Personalize | Find | View All | (2] B First ‘4 10f1 ‘» Last
f;‘l‘::"“ Description *Quantity UOM  Unit Price Merchandise Amt
1|INT-COMPO1 |Q Court Certified Interpreter 1.0000 EA 55.00000 55.00 [+ (=]
Save Release for Processing Deny Invoice Attachments

@ End of Document

This document is intended to provide a quick reference to completing standard transactions within GEARS. Please refer to the

appropriate User Procedures and/or online references for any corresponding policies regarding this process.
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